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ISEP 1 6 1357

Deputy Plrector {Support)

SUBRJECT: Survey of Travel Fanetions of Central Proceseing Branch, Offiee

of Personnel.

REFERENCE: Mewo §wlth stiachments) dated 20 August 1957 from /s to Ch,

Ls

2.

. b ,;; ENCE) mod was delegated responsibility for masisting

Nat

Brench, Office of Personnel’ (attached as Tab A).

This memorandum contains recommendstions subedtted for ID/8 approval.
Such recomesndations are contained in veragreph 5.

PROBLIM:

% dstermine appropriete orgsnimation and staffing of the travel fune-

tion of the Oentral Processing Braach, Office of Persounel,

and to

determine proper cpreer service designations of C.P.B. employees per-

forming the trsvel Funetion.

FACTS EEARING OF THE PROBLIM:

tm ragard to travel itineraries, obtaining tickets m&c »
making preliminary arrengements for ehipping peraem:i effects. P
Travel Seetion employees wers W have logietics carcer pervice desig~

ngtions and vere to be pominated by tie Chief of logistics. Tranepo

‘ technionl st
5 Mvision, O.1., was assigned responsibility for _ .
tation functions, and for survaeying the gerlermm by C.F.B. ©

such functions. Central Proeessing Pranch

] , : : 1le . stics ad-
lating to the transportation of the individual, whi : legl
viges C.P.B. in regard to more difficult travel ceses and mms

the technicsl aspects of shipping personal effects.

b. ©.P.B. (not ineluding the Finance Section) is now weofficially or-

rx

sanized by geogrephic evea (EE-GE, Wi-WH and NEA-FE). The

megval

Section has a table of crganization uf elx positions, divided wmoag

the three geogrephic arces. Five of these positions are e
& by amployeee with Personnel eareer service designati
by smployees with logisties career sorvige designations.
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8, eudject: “Assigmment of Persormel to Central Processing

the §.P.B. Travel Section wes assigned & /0 of 13 positions

3.

rp

now handles al)l aatters ro-
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C.P.B, bas, for several monthe, been training Travel SBection employess
to parform the C.P.B. Personnel funetion and Personnel fSection em-
ployees to perfors the C.P.B. Travel fumetion. fhip has been done ia
order to keep up with workload sxd to ilmsure full ¢overage in cases
of vasation, iliness, ete.

The Director of Personnel (see HEFERENCE) proposes Personnel career
gervice designations for all Pravel Seation employees oOn the grounds
that this would promote bettar menagement and that the work is
genersal, administrative prather then logistical in nature. e
Director of logistics disagrees, stating that the Tyavel work is
technical and reguires emoloyees vith several yesrs of specialized
transportation experience.

C.F.B. has @eveloped & plan (see HEFERENCE} for reorgsnisstion to gon-
solidate Travel snd Personnel fanotions into two geogrephlc ares sac-
tions. Esch smployee of the proposed units would parform both
functions. C.P.B. estimetes that an employee oan be trained to per-
form both functions in approximetely two montus., The Chief of
Porsonnc) 's Records and Services Mvision snd the Chief of C.P.B.
state that this wouid improve efficieney and moraie, and that the re-
organisetion will result {n defiaite elimination of cae slot and
posgible slimination of sdditiopal slots. The Finante Section is

not to be included in this recrganisstion because the Finanee work
is consldersd too speciaiized end teehnical to permit the generaliged
aonroash .

Three of the present five Travel Seetion employees had no technical
transportation sxperienes prior to their assigrment to C.P.B.

e work of both Travel Section and Fersonnal Section officers lu~
volves aspisting travelers in completing & maititude of forms and
requires mnevering guestions of a general nature. More technical
gueptions are referred to the Praasportation pivision, 0.L., which
ailso mekes direct arrsagoments for movement of personal effects.

e logistics Career Service Hoard bas regularly congidered the career
prospects of C.P.B. employees with logistics caresr designations, bub
has found it difficult to plan caroers for such employees because of
the 1imided applicability of thelr C.P.B. work to logistics careers.
A number of the individusls rominated by ©.L. for C.F.B. vacancies
have been rejected as ungualifisd becsuse of specialised supply or
procuremsnt backgrounds. Tio documentation is available to determine
vhether, in all cases, C.P.30. has coordinated with loglsties in the
assigmment of employees to the C.P.B. Travel funection.
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3. DISCUSSION:

Bie

Although it is 4ifficult to administer any componant for whieh there
is multiple responsibility, the difficulty has been increased in the
cese of Ceniral Processing Branch beeause of & lack of communicstion
and coordipstion between the Offices of Persornnel and logistics.

Both OFfices odmit laxity in this regard. It seems clear that Per-
sonnel has not complied with the spirit - snd possibly with the
jatter - of the original direective regarding soordination with logie~
tics in the operation and staffing of the C.F.B. ravel Section;
similerly, it is epparent that logistics hes not fully recognised its
responaibilities for technieal staff guidance of C.P.B. Trevel funs-
tione, or for the career furthersnce of C.P.B. Travel personnsl.

Central to the sotire guestion of C.P.B.'s organization and staffing
is & determination of whether the Travel Section positions are teah~
nleal in meture snd therefore require people with years of treining

in technieel transportstion work - ae meintained by logistics ~ ov
shether, a8 maintained by Perscoonel, the positions in guestion are
gsneral, siministretive in neture, requiring only peaple who have
good intelligence, personsbility and a general knowiedge of overseas
problems . Aummmmuarwmmsmmx Lune-
tions of O.F.B. proves that neither job is highly technical in natwre;
Fersonnel Section jobs do mot involve gesuline personnel work and
Travel jobs & not involve genuine technioal transportation work. The
duties of e C.P.B. Travel or Personnel officer are, in faet, largely
clerteal in nature. They entell clerieal sesureey in completing forms,
a basic knowiedge of appliesble rules, regulmtions and standa:ds, and
& congidersble ability to deal with the publiec. Present C.P.B. Travel
Bection parsoonel sppear ewtremely campetent, despite the fact that
three of the five had no travel axperience prior io sassigmment to
2.P.B. 1‘% ia pmhﬂh.bﬂ tm, when first reorga.njzed in 1953; ¢.P7.B. ts
Travel work vas eonaidersbly more technical snd more demanding of
speciglized knowledge than is now the case.

It would be logleal, in view of the sbove, to sesign to C.F.B. ‘s
Pravel and Personnel officers genersal Mminietrstive, rather than
Personnel or logistice, carser service designstions. This, however,
would require their career service saninistration by the Office of
the Deputy Director (Bupport) snd, because of the peculisr nature of
their prosessing work, such employees would not be reslily trong-
fersble to other positions with "A" eareer designations. Work of a
genersl employee relations type would be more sultable to such in-

dividunis.

R
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4. The Central Processing Branch resrganization proposal offers & bt
f possibilities for economty, improved efficlency and improved ser-
viee to travelars:

{1) For the Agency: Eiiminatiou of &t lemst one C.P.B. slob; possi-
biiities for comblilng foime and {mproving procedures, tharely
cliimlnebting processing sbeps; wore flexibility in the use of
¢.P.B. employees; lneveased C.P.B. proceselag capaelby.

(2) For tue traveler: Faster processing necause of reduced waibing
fTime in C.P.B., and better guldance through the enbire process.ng.

{3) For the C.P.B. Officer: sSetier conbros over the handling of cach
travel casc, snd & more Alversified and interesting agsiganeni .

Tae sroposal entalls the dissdvaatage of a LW month period during
which personnel are trained 1o alt funebions. The plan does not Ine
clude Pinance Bection employees, Wi perfoms the highly specialized
work of assisting tewvelers 1 regerd Lo per diein, peyroiling, 8silow-
ances, aliotments, Lapurencs, raxes and relsted matters requiring
speciallized Floasce prvision axperience.

L, COHCLUSIOnS:

a. The Centrel Processing Branch Travel ifunction does not involve teci-
aical transportation work, the function cea be staffed Ly individuals
who heve s high degrec of clerical ability, are personable, and arc
capahle of learaing & plicavle raies, regulations and standacds.

b. ‘The most eppropriabe carads gservice designetion for C.F.B. Tegveld
afficers in gencral Admlsistrablve. dpever, this designation would
ot be Leneficisl to the smployees snd would not solve & basle guos-

tiou of management of C.P.B. by tne gffice of Personpel.

c. The Office of lLogisties, Transportation Divieion sbould more fully
axercise its responsiblllity for cechnieal staff zuidance of C.P.B. ‘s
Pravel functions and the Oflice of Personnel shouid more diligent.y
scel the sdvics, assistance oud euoperation of Logistics botll in slen-
ning and executing 1ts Trave. wori and in providing for trainiag T
its pergonnel in travel word.

4. Tue reorgenization of C.F.1. aroposed by Personnel would result In
perscunel Bavings, would oroaoie improved efflclency and morale and
would expedite traveler prcassing .

&
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It is recomueadod that:

8. Toe Direstor of Porsonne: be dlrected to sulmlt, »ot later than .
1% Oetober, & proposal for reorpmnizing the Contral Processing Soeoch
o ineinde the Doillowing: .

{1) A Plosuee Sestion of fowr positices ard YW guoerml processing see-
tions (organized geogrepidealiy) with & T/0 of not o exgeed 11
positions {one less than et jresent).

{2) Apsiition of et least onc T/0 positican from the prescat Persoonel
M MZ m%ﬁ.ﬂ‘ﬂﬁn

(3) Emeh position in the peners. procemsing sections to be responsible
for both Personne) and Trave. processing of travelers, within the
itmits of present C.F.3. responsibilitles.

b, Personne] eares: garvies designations be sssipned all employees of the
recommended genersl processing seciions of C.P.B.

¢, The Director of Logistics b divected to provide, bhrough the mu
portation Bivision, for regilsr, periofic asdits of €.P.3. travel
fanetiocns and to srepwre recomsadations for ismprovement to the
Pirector of Persounel.

d. 'Pie Director of Perscanel md Mrector of logisties ba directod o
develop & program £or the pericdic tralning of C.P.3 personpel in
travel rules, regulstions ad stendmids, within the Gik. Transportation
Mvisglon.
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